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Self Service “My Biz (LN)” 

Module III, Chapter 1 

Before You Begin 

 

 
Introduction 

The Self Service Employee “My Biz (LN)” provides Local National (LN) 

employees the ability to access their DCPDS employment-related 

information. The following pages provide a brief overview of how to access 

My Biz (LN).  Currently, employees will have separate accounts with a 

separate user IDs for each position held. 
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Logging into My Biz 
To access My Biz (LN) navigate to the link provided by your Human Resources Office 

(HRO). The following login screen displays.  Enter the default User Name and Password 

provided by your servicing HRO.   

 

 
Figure 1 

 

Changing the Default Password 
After successfully entering the default user ID and password, the first time user will be 

directed to their Change Password.  NOTE:  If you are a current DCPDS user, use your 

current user ID and password to access the My Biz responsibility.   

 

 
Figure 2 

 

 

 

 

 

Enter the following data elements: 
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 Old Password – This is your default password 

 New Password – Passwords are case sensitive and must contain at least 9-

characters using a combination of both upper and lower case letters, and special 

characters, including at least one of each (e.g., GemPagd2!) 

 Repeat New Password 

 Security Questions – This question must be answered before continuing, it will be 

necessary to have completed a security question to reset a forgotten password. 

Select one of the available questions. 

 
Figure 3 

 

 Answer – The answer provided here will be used to complete user validation if 

password reset is ever required.  

 Email Address – This field is available to current employees and will be used for 

the Self Service Appraisal process.  

 To save click the  button. 

 

Resetting My Biz Password 
If you forget your „My Biz (LN)‟ password, you must contact your systems 

administrator. 

 

Navigating in My Biz (LN) 
LN employees with My Biz responsibilities will be taken from the log-in screen to the 

employee information page as seen below.  Only employees that are managers or 

supervisors will also have the My Workplace responsibility to select from the menu.    

 
Figure 4 

When navigating within My Biz (LN), employees must use appropriate icons, buttons 

and links to navigate through the screens.  The „Back‟ button must not be used while 

navigating within My Biz (LN). 
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Logging Out of My Biz (LN) 

 To properly logout of Self Service, select the  link at the top or bottom of page.  

 
Figure 5 

 

You are returned to the login screen. To ensure your personal information is protected, 

close the Internet browser after logout is complete.   

 
 
 

 

 


